Deleting Previous Recipients

Address Book isn't alone in saving e-mail addresses. The Mail program saves
addresses you have previously e-mailed. If you have already deleted the contact in
Address Book and their address still comes up in Mail, then you would have to
delete that previous recipient in Mail to fully expunge that contract.

1. Begin a new e-mail message.
Start to type the name or addresses
of the contact you want to delete. In
the following example, | typed my
own name. You can see that there
are contacts where my name is to
the left with an e-mail address to the
right in brackets. That usually tells
me | was responding to an e-mail
(where | knew the name of the
sender), or that those contacts are in
my Address Book. Those contacts
without a name are most often those
saved in Mail.

2. Choose the name you want to
delete (in this example, | typed my
name incorrectly).

3. Roll your cursor over the address
until it’s highlighted in blue and you
see a white arrow to the right of it.

4. Click on the white arrow and
choose "Remove from Previous
Recipients List" from the pull down
menu.

®0o0o New Message (@D

To:Ijeffrey Mordan <jmordan@tpschool.org> l
Ce: Jeffrey Mordan <jmordan@tpschool.org>
Jeffrey Mordan <jeffreymordan@me.com>
Subject: jeffreymordan@mac.com
E Jeffrey Mordan <morethanjeff@gmail.com>
jeffreymorgan@me.com

jeffrey@tpschool.org

®@00 New Message (@)

To:[ jeffreymorgan@me.com | ]
Ec:
Subject:
El Signature:
®@00 New Message (@D

To:[ ¢ jeﬁ-reymor an@me.com
v jeffreymorgan@me.com
(&7
| Edit Address
Subject: Remove Address
E Copy Address
Remove from Previous Recipients List
Jeffrey Mordan Add to Address Book
Director of Technol he Philadelphia School i
2501 Loo:n%ard St.ngh?lag&velghi:, PAP19|1afse pia e Creat'e Sma.rt Mailbox ,
Spotlight: “jeffreymorgan@me.com”



5. Then click on the arrow again and
choose “Remove Address” or ...

delete the address by clicking your
delete key.

The next time you type that name or
address, it will no longer come up.

Hooray!

To:I Jjeffreymorgan@me.com

v jeffreymorgan@me.com

|

CGe:
Edit Address
Subject: r §  Remove Address
E] ¢ Copy Address

Add to Address Book

Jeffrey Mordan Create Smart Mailbox

Director of Technology @ The Philadelphia School Spotlight: “jeffreymorgan@me.com”

2501 Lombard St. Philadelphia, PA 19146
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Jeffrey Mordan <jeffreymordan@me.com>
Subject: jeffreymordan@mac.com
Jeffrey Mordan <morethanjeff@gmail.com>
Jjeffrey@tpschool.org




